Special Education Fiscal Reporting Program
User Guide
October 2001

i Welcome to the Special Education Fizcal Reporting Program

Special Education
Fiscal Reporting Program

Version 4.0
Cctober, 2001

Wisconsin Department of Public Instruction
Elizabeth Burmaster, State Superintendent
Madison, Wisconsin






OVERVIEW 5

DOWNLOAD AND INSTALLATION INSTRUCTIONS ....oviiiiiiiieiirreeeeeeeeeiitrreeeeeeeeeeitareeeeeeeeesissseeeeeeeeesissseseseeeaesiarseseseeeennes 6
AFTER THE INSTALLATION. ......uutttiiiieeiieiiitteeeeeeeeeeeitreeeeeeeeeeeataeeeeeeeeseetssaeeeeeeeeeaasseeeeeesaessssssseeeeeesissssseeeeeenainrrrseeeeeas 11
CHANGES FROM PREVIOUS VERSION ......cciiiiiiiiittieeeeeeeeiiitteeeeeeeeeiiisreeeeeeeesesssssseeseeesssssssesseessosissssessesssmsisssssssesesnnns 11
UN - INSTALLATION INSTRUCTIONS ......uuutttitiieeeeeeitreeeeeeeeeeiiteeeeeeeeeteestaaeeeeeeeeesasseeeeeesaeaissssaseeeseesisssseeeseensisrrseeeees 12
TO RUN THE PROGRAM ........cuuuuviieeeeeeeeitteeeeeeeeeeeiseeeeeeeeeesetsseeeeeeeeeseisssssaeeeeeaetstsseaeeeeeaaastsseaeseeeaeasssseeeseeeeesansreseeeeennns 15
THE IMENU ....coiiiiiitietieee et e ettt e e e e e et ttae et e e e e eeetaaeeeeeeeeeseaataaeaeeeeeaesasseaeeeeeeaastsseeeeeeesanssssseseeeeeeasnsraeeeeeennns 16
THE BUTTONS ... ottttteeee ettt e ettt e e e e e e ettt e e e e e e ettt e e e e eeeeessaataseeeeeeeaaassaseeeeeeesasssaseeeeeessasaaseeeseessensansseeseesannnns 18
ENTERING DATA 19
ENTERING ANNUAL / BUDGET DATA «.evvveiiiieiiiiitieeeeeeeeeeetteeeeeeeeeeateseeeseeessssesseessessssssssesssesssassasseessesssnssnseessessennns 19
IMPORTING ANNUAL / BUDGET FROM A DISTRICT DATA FILE (STRIP FILE) .....oooiiiiiiiiiiiecieecieeeiee e 21
WINDOW EXPLANATION .....coiiitutiiiieeeeieiiateeeeeeeeeeeateeeeeeeeeseataeeeeeessiassaaseeeessssasaarereeeesiesassessseessasssreseeesseessrreneeeees 23
CREATING FILES 31
CREATING TEXT FILE FOR DPIL ...t ettt e et e e e e e e ettt e e e e e eeeaaaraeeeeeeenns 31
CREATING CHART OF ACCOUNTS TEXT FILE FOR VENDOR ........cccceuvtiieeeeeiiiitrreeeeeeeeeeiisreeeeeeeeeeissseeeseeeeesisreseseseennns 32
AMENDMENT PROCESS ....ccooiiiittitiiee e e e eeete et eeeettae e e e e ee et e e e e e eeeettaaeeeeeeeeetasseaeeeeeeeetsaeaseeeeeestasssseeeeeeeneastraeeaeeas 33
REPORTS 34
CHART OF ACCOUNTS REPORT .....cooiititiiiieeeieeeitteeee e e e eeettte e e e e eeeettaaeeeeeeeeettaaseeeeeeeeettsaeeeeeeeeeesssseeeseeeeenanrreeeeeeennans 34
CHART OF ACCOUNTS WITH AMOUNTS REPORT .......ccooeiitiiiiieeeeeiecieeeeeeeeeeeeaaeeee e e eeetaaeeeeeeeeeeaaaeeeeeeeeesnnreresaeeenns 35
CHART OF ACCOUNTS ENTRY FORM REPORT .....uvvviiiiiiiiiiiieiieee ettt e eeeeeiee e e e e eeeaaae e e e e e seeaaaaeeeeeesessnnaseneeeeeenns 36
UPDATE AIDSHEET PERCENTS ....vvviiiiiiiiiitieeeeeeeeeeateeeeeeeeeseaateeeeeseeeiaaaaseeeeseeeaaaaseeeeeessassssessseeseessasseseeesssannnrreneeeeeas 36
ATIDSHEET REPORT ....uuvtiiiiiiiiiietieeeee e ettt e e et ettt e e e e eeeaatae e e eeeeeeaaaaaeeeeeeeesesaaaseeeeeessasaaaeeeeeeseenaaseseeesssesnnrtenneeeeas 36
AMENDMENT REPORT .....coiiiiiiiitiiiiie e e e ettt e e e e eeeaaeeeeeeeeesaataeeeeeeeesaaaaaeeeeeessaaaareeeeeessassaaaeeseeeseenaaseseeessesssnrtenreeeeas 37
MAINTENANCE OF EFFORT REPORT ......uuuuiiiiiiiiiiiiitieeee e e eeeeeee e e e e e eeeiaaeeeeeeeeeenaaaseeeeeesseassaeessesssesaaseseeesssennrreneeeeeas 38
EXPENDITURES BY FUNCTION REPORT .....cccciiiiiuitiiiieeeeeiiitteeeee e e eeeeetaeeeeeeeeeeetaaeeeeeeeeeeetasseeeeeeeeesanssesseeeeeesensrsrereeeenans 39
SCHOOL-AGE PARENTS REPORT .....cuvviiiiiiiiiiititieeeeeeeeeitteeeeeeeeeeiaaeeeeeeeeeseaaeeeeeeeeeeisteseseeeeeaessssseeeeeeansssseeeeeeeannsnnrees 39
DIRECTLY STATE SPECIAL EDUCATION AIDABLE COSTS (011) REPORT ...ccccvviiiiiiiieeciiieeeiiee e eiree e e 40
DISTRICT FUNDED NON-AIDED COSTS (019) REPORT ......cuviiiiiiiiieeiiie e ciite e ettt e eeiteeesiveeeeevteeesaeaaeesneseaeesssessnsnneas 41
CESA PACKAGE PROGRAM (091) REPORT ......cuvtiiiiiiiieeiiiieeeiteeeeeiteeeesiteeeeeeveeesesaaaesssseeesssseesssssaaesssssesassssessnsses 42
CCDEB PACKAGE PROGRAM (092) REPORT.........cectteiieieeienitesiieseeeseeteeseessaesssesseenseessesssesssesssesseassesnsesnsesssessesssees 42
IDEA PROGRAM (340) REPORT .......ceeiiieitiientieeriieentteesiteestteestseessseessssessseessseesssesssssesssesssssesssesssssesssesssssesssessssesnsseens 43
INTER-DISTRICT STATE GRANT TRANSIT REIMBURSED COSTS (315) REPORT .....evveeiiieiiieiiiesiieeeieesveeeveesevee e 44
INTER-DISTRICT FEDERAL GRANT TRANSIT REIMBURSED COSTS (317) REPORT .....vveiiiiieiieiiieeiee e 44
CESA / CCDEB STATE GRANT TRANSIT REIMBURSED COSTS (515) REPORT.......ccccviiiiiieniiesieeeieecieeevee e 45
CESA / CCDEB FEDERAL GRANT TRANSIT REIMBURSED COSTS (517) REPORT ...c.cveeviiieeiiieriiieeieesieeeiveesevee e 46
OTHER GRANT TRANSIT REIMBURSED COSTS (599) REPORT ......uviiiiiiiiiiieiiieeieecieeeiteesteesveesereessveesseesnseesnsaeenseens 46
REJECTED STRIP FILE ACCOUNTS REPORT.......ccoiiiutiiiieeeeeeeiiteeeeeeeeeeeiaaeeeeeeeeeetasaeeeeeeeeesaasaseseseeessassrreeeseeeeesnnreeeens 47
MISCELLANEOUS ACTIVITIES 49
DELETE FISCAL DATA....oooii oottt et ettt e e e e ettt e e e e e e e e ttaaeeeeeeeeeettaaeeeeeeeeesasseseeeeeeeannrteaeeeeeas 49
BACKUP DATA ...ttt ettt e e e ettt e e e e e e e e aaaeaeeeeeeettaaeeeeeeeeeeasaaeeeeeeeenasssseeeeeeesnstrareeeens 50
REPLACE ... . ettt ettt ettt e e e e ettt e e e e e e eeataaeaeeeeeeettabaaeeeeeeeetaaaaaaeeeeeeaitbaaaeeeeeenantrareaeeas 51
B 2N 2 31 0] 0 s TR RORRR 53






Overview

Welcome to the Special Education Fiscal Reporting Program, Version 4.0, release date October 2001. This program
(PI-1505 SE) is used to report data used compute state special education aid eligibility. The program will create "Annual
Report" and "Budget Report" data files that must be submitted to the Department as required.

This program is written using Power Builder software. Power Builder is not needed to run the program. Please refer to the
Download and Installation Instructions on the next pages for installation requirements. If the district does not have the
necessary computer system to run this software, it may have an accounting firm complete the report. If this is done, the
identity of the firm must be entered on the initial data entry window.

This manual is a complete guide to successfully using the Special Education Fiscal Reporting Program. We welcome your
comments and feedback. Retain this manual for future use.

Copyright © 2001 by Wisconsin Department of Public Instruction

The Wisconsin Department of Public Instruction does not discriminate on the basis of sex, race, religion, age, national
origin, ancestry, creed, pregnancy, marital or parental status, sexual orientation or physical, mental, emotional, or learning
disability.

Program Written by Donna Wood
User Guide Written by Donna Carlson



Download and Installation Instructions

As with any installation, PLEASE close all other applications currently running.

. Also VERY IMPORTANT: DO NOT Uninstall the first version of the Special Education Fiscal Report Program.

3. IMPORTANT: You will need to have administrator rights if running Windows NT, 2000, or XP. If you get a
message stating that you do not have administrator rights, contact your computer technician or network administrator.

4. IMPORTANT: You must use Internet Explorer 5. 0 or higher to download this program. This program cannot be
downloaded from the Internet using a Netscape browser.

5. Open your Internet Explorer Browser.

6. Go to the following web address to begin the download and installation process:

www.dpi.state.wi.us/dpi/dfm/sfms/sped2.html

N —

7. You will see the following Screen.

E n 4.0 Setup - Microsoft Internet Explorer
5 : : - @ B . =
Back Fore Stop  Refiesh  Home | Seach  Favaites  Histoy Mail Sie Print Edi Messenger
Adeiess [@1 it dp.state.wi us/dpi/eim/sfms/ sped2. him =] @60 |J Links
Ay e D E
) One-Click Install™ =
7
Special Education Fiscal Tnstall .)
Reporting Program, Version 4.0
Setup
Total size: 7 MB
25 min: on a 56K modem
3 minutes on DSL/ cable modem
Click Install to start this setup now
&] Done [ | ntemet



http://www.dpi.state.wi.us/dpi/dfm/sfms/sped2.html

8.  Press the Install button and the program will open the installing page and you will be prompted with the following
Security Warning Window.

curity Warnil

Do pou want to ingtall and run "BI-1505-5E" zsigned on
10417401 2:49 PM and distributed by:

‘wizconzin Department of Public Instruchion

Publizher authenticity verified by YenSign Commercial
Software Publizhers CA

Caution: Wizconsin Department of Public Instruction
azzerts that this content is zafe. Y'ou should only

install viess thiz content if pou trust Wisconsin Department
of Public: Instruction to make that assertion.

I Always tust content from “wisconsin Departrent of
Public: Instruction

Yes Iore Info

9. Press the Yes button. You will see the following window.

InstallS hield Wizard

Preparing to Install...

Special Education Fizcal Reporting Program, Yersion 4.0 Setup is
preparing the InstallShield \Wizard, which will guide you through the
program setup process. Please wait.

Configuring windows |nstaller

|




10. Do nothing unless you are prompted. You may be prompted with the following window.

InstallS hield

@ The file C:MWwWINNTDownloaded !nstallations\SpeciaI Education Fiscal Reporting Program, Yersion 4.0.mei already

existz. Would you like to replace it?
Yes Nao |

11. If you see this window, press the Yes button.
12. The installation will continue. You will see the following window.

Special Education Fiscal Reporting Program, Yersion 4.0 - InstallShield Wizard [E3

Welcome to the InstallShield Wizard for
Special Education Fiscal Reporting Program,
Yersion 4.0

The InstallShield{R) Wizard will install Special Education Fiscal
Reparking Program, Yersion 4.0 on your computer, To
conkinue, click Mext,

WARNING: This program is protected by copyright law and
international treaties.

s

= Back Cancel

13. Press the Next button and you will see the following Window.

Special Education Fizcal Reporting Program, Yerzion 4_0 - Install5hield Wizard
Customer Information

Flease enter your information,

User Mame:

Organization:

State of Wisconsin

Install this application for:
' anvone whao uses this computer (all users)

" Only For me (Department of Public Instruckion)

Tnrsta|StiiEld

< Back. I Mext% I Cancel I

14. We recommend taking the defaults and installing it for all users. Press the Next button and you will see the following
window.




fig- Special Education Fiscal Reporting Program, Version 4.0 - InstallS hield Wizard [ ]

Destination Folder

Click Mext ko install ta this Folder, ar click Change to install to a different Falder.

15. If you wish to accept the default location, press the Next button. If however, you wish to modify the default location,
press the Change button and choose the location where you would like to install the program and then press the Next
button. If you change the default, you need to also change some system settings for the program to work. You will
need to change where the ODBC is looking for the sped2.db file. You will need to change the System DSN tab in the
ODBC Data Source Administrator window. If you have trouble doing this please call for assistance. In either event
you will see the following window.

iz Special Education Fizcal Reporting Program, Version 4.0 - Install5 hield ‘wizard [ X]

Ready to Install the Program
The wizard is ready to begin installation,

16. If you changed the destination of the installation, confirm that it is correct and press the Install button. You will see
the following window.



if,? Special Education Fizcal Reporting Program. Yersion 4.0 - InstallShield ...

Installing Special Education Fiscal Reporting Program, Yersion 4.0

The program features vou selected are being installed.

Please wait while the InstallShield Wizard installs Special Education Fiscal
Reporting Program, Wersion 4.0, This may kake several minutes,

Status:

Copring new files

Inistel| Sthield

= Bach | [t :l:\ | H Cancel

17. The program will be installed and when finished you will see the following window.

il Special Education Fiscal Reporting Program, Yersion 4.0 - InstallShield Wizard

InstallShield Wizard Completed

The Installshield Wizard has successfully installed Special
Education Fiscal Reporting Program, Yersion 4,0, Click Finish to
exit the wizard,

= Back EaniEe]

18. The Installation is complete. Press the Finish button and close your browser.
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After the Installation

The default installation process will place files into a directory called “c:\dpi\spec_ed2”. It will also place a group on your
Programs menu called “Special Ed Fiscal Reporting Program, Version 4.0” that contains two applications:
1. The Database Migration application "migrate to_sped2.exe". This is a one-time program that you need to use to
move your existing prior year data into the new database. If you do not have a pre-existing Special Education
database on the computer you may ignore this application.
2. The Special Education Fiscal Report application "Sped2.exe". This is the main application and will be used to
enter data and report to DPL

Changes from Previous Version

®  There has been some important changes in the uninstall process. Please be sure to review the section entitled Un-
Installation Instructions in this manual prior to any uninstall. Not following the instructions listed there could result in
loss of data.

® A minimum screen resolution of 800 X 600 is required to run this program.

®  All navigation is through the tool bar or menu bar. Clicking the j icon will move to the next entry window.
Drop down menus are also used. There are some minor changes in the placement of some commands on the drop
down menus. Take a few seconds to familiarize yourself with the icons and menu choices. Also refer to the sections
in this manual called The Menus and The Buttons for more information.

®  (licking the icon will take you to the previous data entry window. The data must pass a series of validation
checks before you can submit it to DPI. You can check the validation status from any data entry window.

® The import "strip" file specifications remain the same as the previous version.

® The detail function accounts that are reported are only those that are part of the state special education aid or
maintenance of effort calculations. The specific account codes are those identified in the January 5, 2001 mailing "FY
2001 - 2002 Special Education Financial Reporting Requirements”. If you have accounts in your Special Education
Fund (Fund 27) that are not specifically reported, combine those accounts in functions 199 999 and 299 999 as
appropriate.

®  On several reports there is a button that allows you to dump the data to Excel.

® [fareport is generated before the data has passed all validation checks, a banner will appear on the report indicating
that the report is unreliable.

Contact Dennis Hanson with general questions, (608) 267-9212. Contact Donna Carlson, (608) 266-1389 with computer
"technical" questions.

11



Un - Installation Instructions

NOTE: If you uninstall this program it WILL REMOVE the directory that was created and ALL files
in it, INCLUDING the Database file. This is different than the last uninstall, where files were left. If
you need to reinstall this program, BE CERTAIN you make a copy of the database and put it in a totally

different directory (NOT in DPI or DPI/spec_ed2 folders).

To uninstall the Special Education Fiscal Reporting Program follow these steps:

bl o

5.

6.

Press the Start button.
Select Settings.
Select Control Panel.

Double Click on Add/Remove Programs. The following screen will be displayed.

Add/Bemuge Programs Properties HE

Install/Uninstall | windows NT Setup |

@ Ta inztall a new program from a foppy disk or CO-ROM
_—

drive, click Install.
Inztall. ..

The fallowing software can be automatically removed by
“wWindows, To remowve a program or ko modify its ingtalled
components, select it from the list and click
Add/Remove.

Soundkas NT

Special Education Fizcal Reparting Prog
ecial Education Fizcal Reporting Prog
5 pecial Educabion Fiscal Beportine
Sybase Adaptive Server Anywhere 6.0
Sybaze Application Integrator 3.5 _I
Sybaze Infobdaker 7.0

Sybase Jaguar CTS 3.5
Sybage PowerBuilder 7.0 Ll

Add/Bemove... I

Ok | Cancel | e [ |

Find the Special Education Fiscal Report Program, Version 4.0 and click on it to highlight it. Click the

Add/Remove... Button.

You will get the following window.

0 ecial Education Fiscal Reporting Program, Yersion 4.0 - InstallS hield Wizard [E3

Welcome to the InstallShield Wizard for
Special Education Fiscal Reporting Program,
Yersion 4.0

The InstallShield{R) Wizard will allows you to modify, repair, or
remove Special Education Fiscal Reporting Program, Yersion
4.0, To continue, click Mext,

= Bach Cancel

12



7. Press the Next button and you will see the following window.

fig- Special Education Fiscal Reporting Program, Yersion 4.0 - InstallShield Wizard E

Program Maintenance

Modify, repair, or remove the program,

8.  Click the radio button that says Remove and press the Next button. You will see the following window.

fig- Special Education Fiscal Reporting Program, Yersion 4.0 - InstallShield Wizard E

Remove the Progra%

‘fou have chosen to remove the program from your system,

9. Press the Remove button and the following window will be displayed.

iig Special Education Fiscal Reporting Program, Version 4.0 - InstallShield ... [FIEl E3
UninstallinD@pecial Education Fiscal Reporting Program, Yersion 4.0

The program Features you selected are being uninstalled.

13



10. When the removal is complete, press the Next button and the following will be displayed.

pecial Education Fiscal Reporting Program, Yersion 4.0 - InstallShield Wizard B

InstallShield Wizard Completed

The InstallShield Wizard has successfully uninstalled Special
Education Fiscal Reporting Program, wersion 4.0, Click Finish to
exit the wizard,

= Bach Finish Eanice] |

11. Press the Finish button and you will be returned to the Add/Remove Programs window. Press the Cancel button and
you will be returned to your desktop.

14



To run the program

Press the Start button.
Select Program
Select Special Ed Fiscal Report Program, Version 4.0
There are two options.
e  Migrate_to_sped?2 - this program will migrate your prior version data to the new database.
e Sped 2 - this program will launch the new version of the special education fiscal report program.
5. Choose Sped2. You will see the following Welcome dialog box:

Ealb e

v Welcome to the Special Education Fizcal Reporting Program

Special Education
Fiscal Reporting Program
Version 4.0
October, 2001

Exit

Please confirm that the Welcome to the Special Ed Fiscal Reporting... window lists Version 4.0 and a date of October
2001.

6. Press the OK button, and the program will begin running. You will see one of a number of screens. If you have
migrated data or have previously entered data you will see a Report files window that will list all the report files that
are available to be viewed or edited. If you did not migrate your data and are using the program for the first time it
will prompt you that there is "No data available, choose a report". You will start either a new annual or a new budget.

15



The Menu

You will see the main menu across the top with the following options: File, Edit, Administrative Options, Reports,
Window, and Help. Each of the menu choices has the following sub menus that are enabled and disabled throughout the
program depending upon what screen you are on and what options are available to you at that time.

1. File

I £dt Administiative Opt

Hew
Open Chrl+0

Cloze wWindow  Chrl+af

Erink Clrl+F
Print Setup...

Exit &pplication Crl+

2. Edit - The options under Edit vary based on the window showing. Typically they are the options found on the toolbar
displayed or as buttons on the window. They are provided here for people who are not using a mouse.

dminiztrative Optiohe:  Beparts  Window  He
Save and Proceed to Mexst Step
Save and Go Back to Previous ‘Window
Save and Go Home

Save Changes Clrl+5
Cancel [Exit without S aving]

Walidate Data

3. Administrative Options

Adrministrative Option g R E=1a ey o]

Create Test File for

Aidzheet Percents
Create Chart of Accounts Test File

Delete Fizcal Report Data...

Backup Data...
Replace Data...

16



4. Reports

6.

***For further explanation of the menus and submenus see other appropriate sections of this document.

17



The Buttons

You will see a series of buttons though out the program. The buttons will also be enabled and disabled depending upon
what screen you are on and what options are available to you at that time. The buttons available in the new version are as
follows:

&

2 E - m ¢« 8|7 B

You will also notice that there is no longer a "save" and a "save and proceed" button. The above buttons are available
throughout the program. They are, from left to right: Print, Exit, Help, Save, Cancel, Validate, Home, Back, and Next.

1. Print Print the screen you are currently on.

&

2. Close Closes the current window.

m_d-

3. Help Displays the help contents.
4. Save Saves the data of the screen you are currently on.

5. Cancel Exits without saving. If any data on the screen has changed, a prompt will appear before exiting.
= |
6. Validate Runs your current data through the Validation routine and produces an error report.

@

7. Home Returns you to the Home Window for the report you are currently working on.
8. Back Takes you back one window.

ol
9. Next Saves your data and sends you forward one window.

[

18



10. Add This will allow you to add a line item to the current window.

11. Delete Will delete a line item from the current window.
xd
12. Details If the cursor is on an account with supporting detail, clicking this will cause a pop up to appear with the
supporting data.

8]

Entering Data

There are several ways to enter data into the program. The following instructions lead you through the entering of new
data or importing data from a District Data File (vendor strip file).

Entering Annual / Budget data

To enter new Annual or Budget data follow these steps: (Two methods)
1. Click the New... button on the opening screen.

& Repornt Files [_ 2] x]
Choose a report to edit, or click the New button to start a new report
COA Edit
Fiscal Year Type  District Status Yersian alidate
| 2002 | Annual |Abbotsford 0007) DPIFile Created | 2| —
I 2002 I Annual ISaint Francis (5026) Iln Process I 2 =
| 2002 | Budget |AIma (DDB4) JIn Process | 2 b
d_ask_header Fowe 1 of 3 NEW. ..

OR
2. From the Menu choose File, New.

3. Either way you will be prompted for which type of report. Choose the appropriate report and press the OK button.

»* Mew Report
=elect the type of report to create: ;
Continue
& Annual = I
" Budget ———

L

19



4.

6.

The Create New Report screen will be displayed as follows:

% Create New Annual Report ... M= E
District: [ANGEEG—G— -
Reason: |Original Repart Tl lcontact:
Dates: Initials: Firstlnitial:l
Fiscal Year:l 2002 Data Entry: Last Mame: |
Current:l 107401 Authorizing: F'Dsitinn:l |
Accounting Firm: | Phoneiff j - Ext

Is this report being compiled by an accounting firm? I'r' Yes € Mo

Marme: |

Questions:
Did you receive "Daductible Receipts" federal andfar ather types) fram your fund 10 ar 90

grants , anather LEA, or another source? I(- ves ' Mo

Did you pay another LEA (CESAICCDEBRISchool District) far special education services

from your fund 10, 20 andior 30 grants? I.r- ves T Mo

Data Source:
[ " Import data from Strip File " Enter data using OPI Chart of Accounts |

Fill in the information using the tab key or the mouse to move from field to field. All information except the Ext. is
required. If you answer No to the Accounting Firm then the Accounting Firm Name is not required. If all required
fields are not filled in, as you try to move on to the next screen an error like the following will appear indicating
which field is missing.

Data entry emor |

Q Fleasze zelect a D ata Source

Please see the section later on in this document for the windows you will encounter in this application.

20



Importing Annual / Budget from a District Data File (Strip File)

If the district is interested in using this feature, they should contact their fiscal accounting software vendor as to data file
availability. Use of this feature will require the vendor to have a program that provides appropriate account "roll-ups" to
consolidate data as required by the Fiscal Reporting Program. It requires that account numbers contain project codes.
Please see Appendix A of this document for file layouts.

To import Annual or Budget data from a District Data File (Strip File) follow these steps:
***NOTE: The import file must be a .txt file. See Appendix A file layouts.

1. Choose File, New, and then either Annual or Budget depending on what you wish to enter.

2. The Create New Annual (or Budget) Report window will be displayed as follows:

& Create New Annual Report ... M=] E3
District: NG -
Reason: [Original Report ElRCRa
Dates: Initials: Firstlnitial:l_

Fiscal Year:l 2002 Data Entry: | Last Mame:|
Current:l 104401 Autharizing: I F'Dsitiun:l ;l

Accounting Firm: | Ph””E:I() - Ext:l

Is this report being campiled by an accounting firm? Ir Yes O No

Mame: |

Questions:
Did you receive "Deductible Receipts” (federal andior other types) from your fund 10 or 90

grants, another LEA, or another source? Ir Yaes © Mo

Did you pay another LEA {CESAICCDEBISchool District) for special education services

frarm your fund 10, 20 andfor 30 grants? Ir Yas © Mo

~Data Source:
" Import data from Strip File = Enter data using DPI| Chart of Accounts

3. Fill out the information. Make sure the Data Source radio button for Import data from Strip File is selected.
4. Press the Next button or the Save button.
5. The Select Import File screen will be displayed prompting you for the file you would like to import.

Select Impaort File E2

Lok, jr: |@spec_ed2 j ﬁl

% SO &g bk
% SO Bt bt

File name: I Open I
Filez of type: ITab zeparated filel.tat) j Cancel |

[ Open as read-only

21



o

Select the text file you wish to import and press the open button.

You will be prompted with a verification dialog box. Answer Yes if you have selected the correct file or answer No if
you selected the incorrect file.

If you answer Yes, the data will be imported. This could take several minutes, please be patient.

If you answer No you will be returned to the Create New Report window.

If you import a Vendor File, please be sure to check the Rejected Strip File Report to make sure all your data was
brought in as you expected. The Rejected Strip File Report is on the report pull down menu. If your data was not
brought in as expected please make sure the data was coded correctly in you accounting software. If you still believe
there to be a problem, please contact Dennis Hanson at 608 267-9212.

22



Window Explanation

As you navigate through the new version of this program you will encounter windows that are similar to those that were in
the old version and also brand new windows. Below are screen prints of possible windows you may encounter and a brief
explanation of each.

Home Window - The Home Window for the Report you are currently completing is the 'header' information from the old
version. It contains school district name, contact information and questions regarding deductible receipts and paying
another Local Education Agency (LEA).

%> Home Window for 2002 Annual Report for Kickapoo Area [5960] [_ O] x|
District: [Kickapoo Area (5960) =]
Reason: [HTTEMEERLMMG_—_—— | | o toct:
Dates: Initials: Firstlnitial:};

Fiscal ‘r’ear:l 2002 Data Entry: Iqqq %ast Name:}w
Current:l 104401 Autharizing: W F'cusitinn:|Distric:t Administrator x|

Accounting Firm: | Phane:|[B66) 7770005 Ext|

ls this repont being compiled by an accounting firm? Ir' Yes @ Mo

Name: |

Questions:
Did wou receive "Deductible Receipts” (federal andfor other types) from your fund 10 ar 90

grants anaother LEA, or another source? I(: Yas Mo

Did wou pay another LEA (CESA/C CDEBISchool District) far special education services

fram your fund 10, 20 andfor 90 grants? I(: Yas Mo

Grant Payments Made to Other LEAs Window - This window is used to identify the LEAs that were paid and how
much they were paid. The example shows how to enter this information.

%2 GRANT Payments Made to Other LEAs - 2002 Annual Report for Kickapoo Area (5960) A= 3

Please identify the name(s) of the payee and the dollar Previous step: Header
amount(s) paid: Mext step: Expenditures

Examples: CESA#10  $20,000.00
CESA#12 $15,000.00

Freeform Text

d_payment_info
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Expenditures Window - The Expenditures window is used to enter all expenditures related to special education. Please
note the new "Go" feature. It allows you to type in an account number and press the go button and it will take you directly
to that account number, if it exists.

Account Numher:l 2?E| Go I Previous ;tep: Payments Made to LEAs
Mext step: Deductible Receipts
Account Murmber Account Description Arnount i’
152000 Early Childhood
152000 100 Salaries
aries - C ah 10.00
27E 152000 100 019 |Salaries - District Funded Mon-aided 10.00
27E 152000 100 021 |Salaries - CESA Package Reimbursed (Source 546) 10.00
27E 152000 100 092 |Salaries - CCDER Package Reimbursed {Source 546) 10.00
27E 152000 100 315 [Salaties - Inter-District State Grant Transit Reimbursed (Source 315) 1.00
27E 152000 100 317 |Salaries - Inter-District Federal Grant Transit Reimbursed (Source 317) 1.00
27E 152000 100 340 |Salaries - Direct IDEA Grant Reimbursed (Source 7300 1.00
27E 152000 100 515 |Salaries - CESAICCDER State Grant Transit Reimbursed (Source 515) 1.00
27E 152000 100 517 |Salaries - CESAICCDER Federal Grant Transit Reimbursed (Source 517) 1.00
27E 152000 100 599 |Salaries - Other Grant Reimbursed (Mot Source 316, 516, 611) 1.00
Total for 152000100 46.00
d_detail Rowe 1 of 1 224 -

Deductible Receipts Window - Enter all deductible receipts in this window. This window will come prepopulated with
any deductible line that matches an expenditure line. If you answered yes to the deductible receipts question but did not
put dollar amounts in any expenditure lines with corresponding deductible receipts, this window will be empty (see next
window).

% Deductible Receipts - 2002 Annual Report for Kickapoo Area [5960] H=1E3
Previous step: Expenditures
Mext step: Ded Rec Pymnts Rowd
Deductible Receipts
Account Mumber Arnount
oo a1
Total $0.00
d_ded_receipts Rowy 1 of 1
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Empty Deductible Receipts Window - see instructions on screen for adding lines.

%2 Deductible Receipts - 2002 Annual Repoit for Almond-Bancroft (0105) [_ O] %]

Frevious step: Expenditures
Mext step: Ded Rec Pymnts Rowd

There are no deductible receipt accounts available for data entry at this time
as there are no amounts in the related expenditure accounts

To enter the amounts for the deductible receipts, you may do one of the following:
1 - Go back and enter the expenditure amounts and then return to this window, or
2 - Click the Add button in the toolbar or choose Edit | Add lines from the menu

You are seeing this window because you answered "es'to the question
"Did you receive "Deductible Receipts” (federal and/or other types)
fram your fund 10 or 90 grants, another LEA, or another source?”

If you did not receive deductible receipts, please go back to the first window
and change the answer to a Mo

d_information

Deductible Receipts Payment Window - This is where you identify any agency that paid you and the dollar amount. This
is a freeform text window, see the example for how to enter this information.

% Deductible Receipts Payments Received - 2002 Annual R eport for Almond-B ancroft (0105)

Please identify the paying agency (agencies) and the Previous step: Deductible Receipts
dollar amountis) paid: Next step: Revenue

Examples: CESA O $20,000.00
CESA#12 15000780

Freefarm Text

d_payment_info

School Age Parent Window - This is where you identify the School Age Parent Count

% S5chool-Age Parent Pupil Count - 2002 Budget Report for Brown Co [6905) [_ (O] =]
Previaus step: Packaged Prog Costs
Please Enter the Count of School-Age Parent Students: Mext step: Deductible Receipts
Description Count

Anticipated Mmber Pup d: School-Age Parent Homebound

d school age parert
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Package Costs Window - This window is for CESAs and CCDEBs only. It allows the package costs to be entered.

v Packaged Program Costs - 2002 Budget Report for Brown Co [6905) [_ [0l x]
1. Did you buy Special Education aidable staff salaries or benefits Previous step: CCDEB Administrators
from a school district [recorded in account 436000 382 092)7 Nextstep:  School-Age Parent Count

C Yes

2. If "yes", please select a school district and enter the detail amounts:

Using the Edit menu option
or the toolbar icons, you may:

- Add a school district not shown

School District Armaunt

A wenon (018

[Denmark (1407

| Oy - Delete a schoal district

|Depere (1414 | 0.00 - Enter the detail amounts for a district
[Green Bay Area (2289) [ 0.00
[Howard-Suamico (2604) | 0.00
[Pulaski Cammunity 4613) [ 0.00
fwiest Depere (B328) [ 0.00
[rightstown Community (5734) | 0.00

Row 1 of &

Total for all School Districts: $0.00
Maximurn - from 436000 362 092: §0.00

d_package_schools

CCDEB Admin Window - This window is for CCDEBs only. Please read the questions and answer appropriately.

%t CCDEB Administrators - 2002 Budget Report for Brown Co [6905) M=l B3

1. Did you record salary or benefits paid directly to a Level A Licensed Administrator Previous step: Expenditures
in accounts 299999 100 019 or 299999 200 019 {real function 232100)7 Meststep:  Packaged Prog Costs

T

2. If "yes", please enter the information below:

Administrator Mame FTE Salary Benefits Tatals

Ly

Maximurm $0.00 $0.00
2995989 100 019 299999 200 019

d_cedeb_admin

Revenues Window - In the revenues window, answer yes or no to question one. If you answer yes, fill in the correct
amounts in question two.

% Revenues - 2002 Annual Report for Almond-Bancroft [0105) M= E

1. Do you have enrollment tuition recorded in source accounts 346 or 3472 Pravious step: Ded Rec Pymnts Revd
Mext step: Completion

" Yeg

2. If "yes", please enter the amounts below:

Account Description Arrount

cial Education Mon-Open Enrallment Revenue
[20R 000000 347 019 [Special Education Open Enrollrment Revenue | 0.00
d_revenue
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Completion Window - This window indicates that you have been through all data entry windows for the report you have
been working on. There may still be errors in the data. You may want to click the validation button at this time to see the
status. You are not complete until all errors have been corrected. If the report has no errors you can create the text file and
send it to DPI. We strongly recommend that before submitting your data to dpi you have it reviewed by your auditor.

% Completion - 2002 Annual Report for Almond-B ancroft [0105]) [_ (O] =]

Previous step: Revenue

You have completed the entries for the 2002 Annual Report for Almond-Bancroft (0105)

To edit these entries at anytime :
Choose File | Open from the menu.
ou will be prompted to select from a list of available entries.

To create the DPI disk:
Mote: It is strongly recommended that the annual report disk for submission to DRI
not be created until the district's auditor has reviewed the claimed costs.
After closing this window, choose Administrative Options | Create Text File for DPI from the menu.
fou will be prompted to select from a list of available entries.

This Annual text file will be written to C:\ sedpidat ' 02AHD105.txt
If the text file already exists, it will be overwritten.
Once the text file is created, edits to the entries will create an amendment audit.

Also note that the text file will be written to C:\sedpidat\. If you receive the File Error window below, then the sedpidat
folder does not exist. Create it at C:\ and try again.

File Error |
frar in opening the text file - file not created.
Yerify that the folder "'C:\sedpidat” existz before continuing.

[f you need aszziztance in creating this folder,
pleaze call DF| at (03] 266-1389.

ok |
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Pop-Up Detail Windows - There are many different pop up windows that can be displayed throughout this program. On
the expenditure window, any account with *** behind the amount will have supporting detail. Any account with
supporting detail will have a pop up window. Most pop up windows require allocation of dollar amounts to multiple lines.
You will be warned if you are under or over the allocated dollar amount. You will be allowed to exit out of this window
but this type of error will be caught in the validation routine and you will NOT be able to create the text file until you
correct it. There are some pop-up windows that just indicate that further information will need to be provided to someone
at the department. There is and example on page 28. Please provide the additional information as necessary.

¢ Allocation - 2002 Budget Report for Brown Co [6905])

Account Nurmnber Description
111 fTeacher Travel - Dire ial Education Aidable

Total

% Allocation - 2002 Budget Report for Brown Co [6905])

Account Mumber Description
27E 1742 tate Special Education Aidable

%2 Allocation - 2002 Budget Report for Brown Co [690%])

Account Number Description
1011 JFersonal Service Costs Paid Directly to Company
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%2 Allocation - 2002 Budget Report for Brown Co [690%])

Account Number Description Arnount
310011 |Personal 5

i Non-Resident - 2002 Budget Report for Brown Co [6905)

Account Mumber Description
|2?E 256000 345 011 |R00m and Board Costs - Directly State Special Education Aidable

d_non_resident

Account Number Description Amount
27E 256003 999 011 |R00m and Board Transportation - Directly State Special Education Aidable | 0.00

d_non_resident

w5 Allocation - 2002 Budget Report for Brown Co [6905])

Description

Arnount
E 270001 730011 1
m Lnemployment Compensation - Social WorkerPsychologist D.DD-
Z7E 270003 730011 [Wnemployment Compensation - Hospital 0.00
Z7E 270004 730011 [Wremployment Compensation - Special Transportation 0.00

Total
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Amount Under-Allocated |

& The total of these supporting accounts 1 .00,

which iz an under-allocation of $1.00.

However, the total of theze supporting accounts must equal the smount
in the main account 27E 156200 300 077 [cumrently $1.00)

befare reportz can be run or the data submitted to DFI.

To comect this zituation, you may change either the
amount in the main account or the amounts in these supporting accounts.

'ou will be able ta return to thig window and
change the zupporting amaounts later If neceszary.

YWould pou like to change the supporting amounts niow?

Yes
% School-Age Parent Pupil Count - 2002 Budget Report for Brown Co [6905) M=l B
Previous step: Packaged Prog Costs
Please Enter the Count of School-Age Parent Students: Mesxt step: Deductible Receipts

Description

Anticipated Nrmber Pupils ed: School-Age Parent Hormebound

d school age parert
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Creating Files

The following instructions lead you through creating the text file for DPI and creating a text file of the chart of accounts
for a vendor.

#*%%*]T IS STRONGLY recommended that the annual report disk for submission to DPI NOT be created until the
district's auditor has reviewed the claimed costs. Typically, a second, corrected disk cannot be sent.

Creating Text File for DPI

To create the text file for DPI follow these steps:

1.
2.
3.

Select Administrative Options,
Select Create Text File for DPI
The following Create a Text File for DPI window will be displayed:

w2 Create a Text File for DPI M= 3
Create a text file for DPI for the following report...
co4s 2~ | Create
Fiscal Year Type  District Status “ersion Yalidate
| 2002 | annual fAbbotsford (0007) DPI File Created -
2002 Annual Imond-Bancroft (0105 In Process 2
- (O705) Cancel |
2002 Annual  [Kickapoo Area (5960) In Process 2
2002 Annual  |Saint Francis (5026) [ In Process 2
2002 Budget Ima (0054) In Process 2 e
d_ask_header Row 1 0f 6

Click the row you wish to create the file for and press the Create button.

The first thing that happens is that the Validate Routine is run. If there are any errors detected, the following Report
Data Errors window will be displayed and you will need to fix all errors before you will be allowed to create the text
file. Print this report, fix the errors and try again. If you have questions on how to correct the errors, please call Bev
Kraus at 608-266-1089 or Dennis Hanson at 608-267-9212.

%% Report Data Errors - (3] ]

The following errors exist in the data.
A text file cannot he created until all errors have been corrected.

Errors Found in the 2002 Annual Report for Almond-Bancroft (0103) 104401

Deductible Receipts Payments Received: The answer to the guestion is Yes, but no data was entered in Deductible Receipts
Payments Received
Deductible Receipts: The answer to the guestion is Yes, but all amounts are zero

Enraliment Revenue: Unanswered gquestion
Expenditures: All amounts are zero
Payments to Other LEAs: The answer to the question is Yes, but no data was entered in Payments to Other LEAs

d_errors Page 1 of 1

31



6. If you made it through the validate routine without error the following window will appear.

Text File Succeszfully Created! |

A text file waz successfully created for the
2002 Annual Report for Marshfield [3339]
T et file contains:

2 header records,

0 payment records,

9 account records,

0 CCDEE adminiztrator records, and
0 packaged cost records.

The file has been named 024H 3339.t:t, and
zan be found in the "C:% sedpidat 4" folder.

7. This indicates that the text file was created. NOTE: The file name and path are on this screen, please make note so
you know where to find the file.

Press the OK button.

9. The created file will be saved in the directory C:\sedpidat. Using your computer's copy command, copy this file to a
diskette, attach a label (use DPI provided label if available) and mail to School Financial Services at the DPI, OR
attach it to an email and send it to the department. Email addresses are either Beverly.Kraus@dpi.state.wi.us OR
dpifin@dpi.state.wi.us.

o

Creating Chart of Accounts Text File for vendor

To create a chart of accounts text file of the for a vendor follow these steps:

1. Select Administrative Options.
2. Select Create Chart of Accts Text File
3. The following will be displayed:

Save A EE
i B = &l = = =)
BEET

=] SO0 bl

Flename: | | save I
hﬂdshﬁ.l'rﬂwlllmnﬂs ﬂ [ |

4. Choose the directory, enter a file name, and change the Save as type will default to "Text with header". Press the Save
button.
5. The file will automatically be created. You will NOT be prompted again.
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Amendment Process

To amend the text file for DPI the amendment process must be done. Complete the following steps:
1. Select File.
2. Select Open. The following screen will appear.

& Create a Text File for DPI - [O] =]
Create a text file for DPI for the following report...
O, - Create
Fiscal Year Type  District Status “ersion Validate
2002 Abbotsford {0007) DP File Created -
2002 Annual Irmond-Bancroft (0105 In Process 2
- 0105) Cancel |
2002 Annual  [Kickapoo Area (5960) In Process 2
2002 Annual  [Marshfield (3339) DFI File Created 2 L
2002 Annual  [Saint Francis (5026) In Process 2

Rowe 1 of 7

-

d_ask_header

I~

3. As you can see under the Status column the report for 2001 Annual for Abbotsford states, DPI File Created. If you
press the Edit button here for Abbottsford, the Home Window will be displayed and the data is in read-only. You can
navigate through the screens looking at the data. You will not be able to change any data at this point.

&t Home Window for 2002 Annual Report for MARSHFIELD [3339] Hi=] E3
District: [3339 =]
Reason: [TTETTMG_—G—G—G—G——— - | - o oo
Dates: Initials: Firstlnitial:ﬁ

Fiscal "r'ear:l 2002 Data Entry: Isss Last Marne:
Currem:l 104401 Autharizing: W Pnsitinn:lDistrict Adrministrator x|

| Phone:|[565) 5557777 Ext|

Accounting Firm:

Is this report being compiled by an accounting firm? |(" Yes © Mo

Mame: |

OQuestions:
Did vou receive "Deductible Receipts” (federal andfor other types) fram your fund 10 ar 90
grants , another LEA, or another source? Ir Yas 1 fo

Did vou pay another LEA (CESACCDEBRMSchool District) for special education services
frarm your fund 10, 20 andfor 90 grants? Ir Yas 1 fo

4. If you need to edit your data and submit an amendment, drop the Reason box down and choose District Revision.
When you do that, the data will become read/write and the amendment number will appear in the upper right corner
and also in the window title bar.

5. Proceed to make the necessary changes. When you are finished print the Amendment Report and send it to the
department. (See the reports section of this document for instructions to display the Amendment Report).
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Reports

There are several different reports for your use that you can create from this program. They are:
¢  Chart of Accounts...

Chart of Accounts with Amounts...

Chart of Accounts Entry Form...

Aidsheet Percents

Aidsheet...

Amendment...

Maintenance of Effort Calculation...

Expenditures by Function...

School-Age Parents...

Directly State Special Education Aidable Costs (011)

District Funded Non-Aided Costs (019)

CESA Package Program (091)

CCDEB Package Program (092)

IDEA Program (340)

Inter-District State Grant Transit Reimbursed Cost (315)

Inter-District Federal Grant Transit Reimbursed Cost (317)

CESA / CCDEB State Grant Transit Reimbursed Cost (515)

CESA / CCDEB Federal Grant Transit Reimbursed Cost (517)

Other Grant Reimbursed Costs (599)

Rejected Strip File Accounts

L R 2R JBR ZER JER JER 2R R 2R JEE JEE JNE R R R 2R R 2R 2

The following instructions lead you through the creations of these reports using this program. Any time you are asked to
enter the fiscal year, type it as follows: for 1998-99 fiscal year type 1999; for fiscal year 1999-2000, type 2000. Please note
when you see a scroll bar either along the bottom or the side of the screen use it to view all portions of the report.

Chart of Accounts Report

1. Select Reports.
2. Select Chart of Accounts. You will be prompted with the following window.

&% Choose Version of Chart of Accounts [_ [Of=]

Choose the version of the Chart of Accounts to use:

= Nersion 1 (in use through the 2000-2001 Annual Report) d d
& “ersion 2 (in use starting with the 2001-2002 Budget Report) Cancel

Choose the accounts:

& Annual Report Accounts Only
* Budget Report Azcounts Only
" Both Annual and Budget Report Accounts

3. Choose which version you would like to see.
4. Choose Annual, Budget or Both.
5. Press the Create button.
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6. The appropriate report will be displayed. It will appear as follows:

% Chart of Accounts =l

Chart of Accounts, VYersion 2 - Annual Report Accounts Only
Account Mumber Account Description

Annual accounts

000000 Selected Revenue

000000 346 Non-Open Enroliment
20R 000000 346 019 Special Education Mon-2pen Enroliment Revenue

000000 347 Open Enroliment
20R 000000 347 019 Special Education ©pen Enraliment Revenue
Count of 000000 accounts = 2

152000 Early Childhood

152000 000 Deductible Receipts
270 152000 000 011 Early Childhood Deductible Receipts

152000 100 Salaries

27E 152000 100 011 Salaries - Directly State Special Education Aidahle

2ZTE 152000 100 019 Salaries - District Funded Mon-aided

27E 152000 100 091 Salaries - CESA Package Reimbursed {Source 546) %
27E 152000 100 092 Salaries - CCDEB Package Reimbursed (Source 546)

27E 152000 100 35 Salaries - Inter-District State Grant Transit Reimbursed {Source 315)

27E 152000 100 37  Salaries - Inter-District Federal Grant Transit Reimbursed (Source 317)
27E 152000 100 340 Salaties - Direct IDEA Grant Reimbursed (Source 730

27E 152000 100 518 Salaries - CESACCDER State Grant Transit Reimbursed (Source 519)
27E 152000 100 817 Salaries - CESACCDEB Federal Grant Transit Reimbursed {Source 517)
2TE 152000 100 999 Salaries - Other Grant Reimbursed (Mot Source 316, 516, 611)

100401

d_chart_of_accounts_annual Page 1 of 52

-

-

Excel |

7. Take notice of the Excel button in the lower left corner. This button will appear in a number of places. Pressing that
button will copy the entire report to an Excel spreadsheet for you to manipulate as you wish.
8.  This is the listing of the Chart of accounts. If you wish to print this, press the print button or choose File, Print.

9.  You can close the report by clicking the 'X' in the upper right-hand corner of the report.

Chart of Accounts with Amounts Report

1. Select Reports.
2. Select Chart of Accounts with Amounts. The following will be displayed:

v Chart Of Accounts With Amounts Report [_ (O] x|
Please select the type of report————
’7 i : " Budget ==
Cancel
. Saort by ————
Fiscal ear:l 2002
J & By Function

District: I ' B}f OhJECT

[optional)

" By Project

Choose either Annual or Budget.

Fill in the Fiscal Year.

Fill in the District (if more than one district is included in your database).
Choose your sort order and press the Create button.

The report will be displayed.

LNk W

You can close the report by clicking the 'X' in the upper right-hand corner of the report.
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Chart of Accounts Entry Form Report

1. Select Reports.
2. Select Chart of Accounts Entry Form. The following will be displayed:

&% Chart of Accounts Entry Form M=l B3

Flease select the type of report—————— ’—
’7 o = Budget Create

Cancel
Fiscal year:l 2002
District: I

{optional)

Choose either Annual or Budget.

Fill in the Fiscal Year.

Fill in the District (if more than one district is included in your database).

Press the Create button.

The report will be displayed.

This is the Chart of Accounts Entry Form. If you wish to print this, press the print button or choose File, Print.
You can close the report by clicking the 'X' in the upper right-hand corner of the report.

L XN bW

Update Aidsheet Percents

1. Select Reports.
2. Select Aidsheets Percent. The following will be displayed:

i* Aidsheet Peicents M= E
Ok
Annual  Budget
Description P Percent Cancel
Special Education Programs 35.00
Social Worker/Psychologist 35.00 35.00
Haospital 100.00]  100.00
Room & Board 35.00 35.00
[Transportation 35.00 35.00
d_aidsheet_group
3. Enter the new percentages and press OK button.
Aidsheet Report
1. Select Reports,
2. Select Aidsheet. The following will be displayed:
% Aidsheet (O] =]
Please select the type of repat——————
- Create
& Annual = Budget
- Cancel

Fiscal year:l 2002
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3. Select either Annual or Budget.
4. Fill in the fiscal year and press the Create button. The following will be displayed:

Confirm Aid Percentages ]

The aid percentages tppically have to be updated everny pear
after the July 1zt estimate hag been received.

Thig estimate may be found on the DR website

at ""hitp: /A dpistate. wi.uz A dpi / dfm £ sfms / catpro_html”
or you may call Beverly Kraus at [603) 266-1089

or Denniz Hanzon at [B08] 267-9212 for the comect percents.

Have you updated the aid percentages based on the July 1st estimate?

5. This is just a reminder that percentages change so you should make sure you have updated percentages when running
this report. Answer yes if you have correct percentages or answer no if you do not.

6. If you answer yes, the Aidsheet Report will be displayed. If you wish to print this, press the print button or choose
File, Print.

Wisconsin Department of Public Instruction 104401 =
2002-2003 Handicapped Aid Computation Based on 2001-2002 costs
for Abbotsford (0007)

Employee Employee  Other Approved Deductible Met Total
Salaries Benefits Costs Receipts Aidable Cost Estimated Aid
Special Education Programs Object 100 Object 200 Objects 300,730 Object 000 35.00%
27E 152000 011 EC 1.00 0.oo 0.0o 0.0o 1.00 033
27E 1586100 011 H 0.00 0.00 0.00 0.00 0.00 0.00
27E 156200 011 HB 0.00 0.00 0.00 0.00 0.00 000
27E 186600 011 SL 0.00 0.00 0.00 0.00 0.00 0.00
2YE 186700 011 W o000 0.0a 0.00 0.00 0.0a 0.00
27E 1588000 011 CC 0.00 0.00 0.00 0.00 0.00 0.00
27E 159100 011 AIDES 0.00 0.00 0.00 0.00 0.00 000
27E 159200 011 SUBS o.oo 0.oo 0.0o 0.0o 0.oo o.on
27E 159300 011 SPEC o.oo 0.00 0.00 0.00 0.00 0.00
27E 174100 011 SAPCL 0.00 0.00 0.00 0.00 0.00 000
27E 174 200 011 SAPHB 0.00 0.00 0.00 0.00 0.00 000
27E 28100 011 OT o000 0.0a 0.00 0.00 0.0a 0.00
27E 218200 011 PT 0.00 0.00 0.00 0.00 0.00 0.00
27E 223300 011 LB 0.00 0.00 0.00 0.00 0.00 0.00
27E 270000 011 UMEMP 0.oo 0.00 0.00 0.00 0.00 o000
27E 436000 011 OST o.oo 0.00 0.00 0.00 0.00 0.00
SubTotal: 1.00 0.00 0.00 0.00 1.00 0.35
Social Worker/Psychologist 35.00%
27E 212000 011 S¥W 0.00 0.00 0.00 0.00 0.00 0.00
27E 215000 011 PE 0.00 0.00 0.00 0.00 0.00 0.00

d_aidsheet_online Page 1 of 10 l

7. If you answer no, it will prompt you that if you wish to change the percents used in the calculations, refer to the
'Aidsheet Percents' report.
8. You can close the report by clicking the 'X' in the upper right-hand corner of the report.

Amendment Report

1. Select Reports.
2. Select Amendment. The following will be displayed:

& Amendment Report M= 3
Create an Amendment Report for ...

COA Create

Fiscal Year Type District YWersion Cancel

Annual

d_ask_amendment? Row 1 of 1
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3. Click on the row you wish to select and choose the Create button.
4. The report will be displayed.

& Amendment Report M=l E3
2002 A 1A i for Abbotsford {0007} 10401
Amendment Numher: 1 Data Entry Initials: g
Amendment Date: 107472001 Authorizing Initials: g
Reason: Auditor Correction (22) Contact: g o, District Administrator (01) Phone: [111) 222-2222
Account Mmbr Date/Time Old Armount Mew Amount Changed Amount
27E 152000 100 011 10/4/01 12:08:47 $1.00 $2.00 §1.00
27E 152000 100 019 10/4/01 12:08:47 $1.00 $1.02 $0.02
27E 152000 100 091 10/4/01 12:08:47 $0.00 $2.00 $2.00
27E 152000 100 032 10/4/01 12:08:47 $0.00 $2.00 $2.00
27E 152000 100 315 10/4/01 12:08:47 $0.00 $2.00 $2.00
27E 152000 100 317 10/4/01 12:058:47 $0.00 $2.00 F2.00
27E 152000 100 340 10/4/01 12:08:47 $0.00 $2.00 F2.00

Total A t Changed for A | 1 $11.02
Total Amount Changed $11.02

A "% " next to a line item or amount indicates that it was included in a text file rade for DPl on 10/4/2001 11:31:52

d_amendment_rpt Page 1 of 1

5. This is the Amendment Report. If you wish to print this, press the print button or choose File, Print.
6. You can close the report by clicking the X' in the upper right-hand corner of the report.

Maintenance of Effort Report

1. Select Reports.
2. Select Maintenance of Effort Calculation. The following will appear.

%5 Maintenance of Effort Calculation Report M=l E3

This warksheet compares annual report expenditures | Craate
for the requested fiscal year

to budgeted expenditures for the following fiscal year,  ancel

Enter annual report year: I iZEIEIE

3. Fill in the Fiscal Year and press the Create button and the report will be displayed.

aintenance o 0 a atio =] B3
District: Abbotsford (J007) NonSupplanting-Maintenance of Effort 10/401 A
Calculation IDEA - Part B Flow Through |
YWESSAS Special Education Fiscal Year 2002 Fiscal Year 2003
Fund Function Source  Project Function Expenditures Budget
27E 152000 000 011,019  Early Childhood §3.02 $0.00
27E 156100 000 011,018  Hearing Impairment %0.00 $0.00
27E 1968200 000 011,019 Homebound Instruction for Special Education $0.00 $0.00
27E 186600 000 011,012 gtpueii??\_anguage §0.00 $0.00
27E 156700 000 011,012 Wisually Impaired $0.00 $0.00
27E 156800 000 011,019 Hospital Instruction (stats.115.88(4)) $0.00 $0.00
27E 158000 000 011,019 Combined Cost Reporting - Special Education $0.00 $0.00
27E 1589100 000 011,019 Special Education Program Assistants $0.00 $0.00
27E 155200 000 011,019 Short-Term Substitute Special Education §0.00 $0.00
Teachers
& workchest_coal -
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4. This is the Maintenance of Effort report. If you wish to print this, press the print button or choose File, Print.
5. You can close the report by clicking the X' in the upper right-hand corner of the report.

Expenditures by Function Report

1. Select Reports.
2. Select Expenditures by Function. The following will be displayed.

v Expenditures by Function Report [_ (O] x|
Please select the type of report————
: F Create
’7 Gl I " Budget ’:
= Cancel

Fiscal year:l 2002

3. Choose a report type, fill in the fiscal year and press the Create button. The report will be displayed.

¢ Expenditures by Function M=l

Special Education Fund - 2002 Annual Expenditures by Function 10401 4

School District: Abbotsford {0007) =

Code Account Title Amount

152000 Early Childhood $13.02

186 100 Hearing Impairment $0.00

156 200 Homebound Instruction for Special Education Students $0.00

156 600 Speech/Language $0.00

156 700 Yisually Impaired $0.00

156 800 Hospital Instruction (stats.115.88(4)) §0.00

1553 000 Combined Cost Reporting - Special Education §0.00

1589 100 Special Education Program Assistants F0.00

159 200 Short-Term Substitute Special Education Teachers $0.00

159 300 Special Education Specialty Teachers $0.00
Subtotal for all 150 000 functions $13.02

174 100 School-Age Parent Classroom $0.00

d_expend_by_function Page 1 af 15 —

4. This report displays expenditures sorted by function. If you wish to print this, press the print button or choose File,
Print.
5. You can close the report by clicking the 'X' in the upper right-hand corner of the report.

School-Age Parents Report

1. Select Reports.
2. Select School-Age Parents. The following will be displayed:

% School-Age Parent Beport M= E3
Please select the type of report s
reate
" Budget
Cancel

Fizscal year:l 2002
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3.

4,
5.

Choose a report type, fill in the fiscal year and press the Create button. The report will be displayed.

2002 Annual School-Age Parent Report 10747012
Ahbotsford {0007)
Employee Purchase Man-Capital Capital
Project Salaries Benefits Serices COhjects COhjects Other Tata
Expenditures
174100 School-Age Parent Classroom
11 0.00 0.00 0.00 0.00 0.00 0.00 0.0c
019 0.00 0.00 0.00 0.00 0.00 0.00 0.0c
0M1:& 0% 0.00 0.00 0.00 0.00 0.00 0.00 0.00
031 0.00 0.00 0.00 0.00 0.00 0.00 0.0c
092 0.00 0.00 0.00 0.00 0.00 0.00 0.0c
s 0.00 0.00 0.00 0.00 0.00 0.00 0.0c
M7 0.00 0.00 0.00 0.00 0.00 0.00 0.0c
340 0.00 0.00 0.00 0.00 0.00 0.00 0.0c
515 0.00 0.00 0.00 0.00 0.00 0.00 0.0c
17 0.00 0.00 0.00 0.00 0.00 0.00 0.0c
d_school_age_parent_rpt FPage 1 0T 20w

This is the School-Age Parent report. If you wish to print this, press the print button or choose File, Print.
You can close the report by clicking the 'X' in the upper right-hand corner of the report.

Directly State Special Education Aidable Costs (011) Report

1.
2.

3.
4.

Select Reports.
Select Directly State Special Education Aidable Costs (011). The following will be displayed:

& Directly State Special Education Aidable Costs Report
Please select the type of report———————
g Create
’7 : : ¢ Budget
Cancel
Fiscal year:l 2002

Choose a report type, fill in the fiscal year and press the Create button. The report will be displayed.

Dire ate Special Educalion Aidable Costs Repo [m] 3
I Directly State Special Education Aidable Costs for Abbotstord (00071
Detail Sehedule of Expenditures
[Project Code 011 Aol Raport for Year Fnded hme 30, 2002

WESSAS Bmployee Purchase  HomCapital Capital Total _
Code Fmction Salaries Bensfits Servires Chjects Oisjects Othur Costs
152D A iicod ®m @om @om @m mm @m ®=m
155100 Hearhg impaime it om om om om om om om
15530 Homebonsd s traction tr Specil Edveation Shde nm om om om om om |am
1550 SpeechLlangnage onm am am om wum am am
1SET00 WISl mpalnd onm am am om wum am am
1SS0 Hozphal heticton Gt 1155500 om @om am om om om mm
1SA0  Comblied Cost Reportg - Special Edvweaton nm om om om om om om
152100 Special Edweation Progran Ass st om om om om om om om
15330 ShorkTem Sitethve Specal Efwaton Teache s nm om om om om om |am
1SI30  Spectl BiNTton Spechly Teack if om m m om om @m mm
TTHO SChookAde P TG BEE I0Mm onm am am om wum am am
TN SChoohAde PAM I THOMEDON 1] onm am am om wum am am
12120 Sockl ok onm am am om am am am
|21 Prychokg cal Se nices om om om om om om om
(21810 Qccpation| The repy mm wm wm @m mm @mm wm
21520 PRkl The om fm fm qm om m mm
27300 Spectal Education (Sipe nukskok 3ud Coordlaton om fm fm om om am mm
25600 Spec@l TrENPOMEW0N OrEpecE] BINCADoN C i lre onm am am om wum am am
|ZTOO0 00 e 300 JNaAgEme s onm am am om wum am am
30 Prrciased sticton - Spec B5d Noa-Ope) Exolim om om om om am om om
Totel Expanarturen $2.00 $o.00 $o.00 $0.00 $0.00 $0.00 $200

4] | ;IJ

100% | Smaller Larger I Zoom: 70%
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5. Please note the buttons on the bottom of the report. It has been setup so you can see the whole report. The buttons
allow you to make it larger or smaller.

6. If you wish to print this, press the print button or choose File, Print.

7. You can close the report by clicking the 'X' in the upper right-hand corner of the report.

District Funded Non-Aided Costs (019) Report

1. Select Reports.
2. Select District Funded Non-Aided Costs (019). The following will be displayed:

& District Funded Mon-Aided Costs Heport

Flease select the type of repart

Creat
" Budget RS

Cancel

Fizcal j,fear:l 2002

3. Choose a report type, fill in the fiscal year and press the Create button. The report will be displayed.

&% District Funded Non-Aided Costs Report _ O] x

-
{aral District Funded Non-Aided Costs for Abbotsford (00071
Detail Schedule of Expenditures
Project Code 019 Daroral Feport for Wear Ended fme 30, 2002
WESSAS Employes Purchace Hom Capital Capital Total

Code Fimction Salaries Eienefite Services Obiects Obiects Ctther Costs o
SO0 EarkeC hiidhood o om om om om om o2
155100 Hearlyg mpalmest am am om om am am am
19520 Homebonnd stroction or Special BEdveation Sk ‘am ‘am am ‘am ‘am ‘am ‘am
19560 Speech/angiage am am om om am am am
1557 Wisvalky mpaired am am om om am am ‘am
1550 Hosphal strction 5t 1155800 om om om om §m §m om
15300 Comblved Cost Reportg - Specil Edwcaton am am om om am am am
15010 Spechl Ecation Prog @Em Les e om om om onm om om om
15530 ShortTem Sibetiie Spec@l Edveaton Teacke s am am om om am am am
15930 Spechl Eveation Spechy Teacks s ‘om ‘om om ‘anm ‘am am ‘am
1THM  Schookage Pane s Bes room am am om om am am am
1140 Schookfge Pare st Homebon id am am om om am am am
199958 AllOter 100000 Fractons MotSpeciied am am om om am am ‘am
2120 Sockl ok am am om om am am ‘am
21500 Paycholog kal Se uiices om om am om om om om
212100 Ococapatonal The @y am am om om am am am
21320 Plys kal The @Epy am am om om am am ‘am
22330 Specil Edvcation @Spe ks ion and Coordiigton am am om om am am am
25500 Spechl TRwporEton ofSpecBl Edecation Chlkre am am om om am am am
IO (62 @k 3k Jedgeme v om om om onm om om om
209959 AllOthe r 20 000 Fractons MotSpeciied am am om om am am ‘am
BN Parciased lEtction - Spec 61 Nov-0per Exmlim ‘om ‘om om ‘nm ‘om ‘om ‘om
M Parchased hetracton - Spec EIOp: s Exolmert am am om om am am am
EIm hdiectCort am am om om am am ‘am
4SOID Other How-Prog@m Traeactons am am om om am am am
Total Etpenditure 102 $0.00 000 $ivin $i.00 000 $1.02

-

| »
100% | Srmaller | Larger | Zoom: 70%

4. Please note the buttons on the bottom of the report. It has been setup so you can see the whole report. The buttons
allow you to make it larger or smaller.

If you wish to print this, press the print button or choose File, Print.

6. You can close the report by clicking the X' in the upper right-hand corner of the report.

e
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CESA Package Program (091) Report
1. Select Reports.
2. Select District CESA Package Program (091). The following will be displayed:
Please select the type of report———
’7 , P Budget Create
Cancel
Fiscal year:l 2002

3. Choose a report type, fill in the fiscal year and press the Create button. The report will be displayed.

ge Prog po m] .3

-
L CESA Package Program for ALRMA [0024]
Detail Schedule of Expenditures
Project Code 091 Eudset Feport for ¥ear Ended hme 30, 2002
WESSAZ Employes Purchase  HenCapital Capital Total CESA
Code  Function Salaries Benefits Services Obijects Ohbjects Other Dackiagze

Exrors exist inofhis data - e Tum the vatidation, corredt all evors, and venm fhis Teport! 1! g
1SA0 EarkeC hkhood B om oo om onm onm F£m
15510 Hearhg mpmimert om @m om mm am om om
1SS0 Homebonsd IEcton BrSpecil Bdation Stk s om mm om mm om om om
1S Speeck/Lang age om @mm om mm am om mm
1SS0 Vi aly mpalied om mm om mm om om om
1SS0 Hoeptal lkstoction Grias 1185800) om @mm om mm om om om
1SE0  Comblhed Cost Reporthg - Special Edvcatios om @mm om mm am om mm
15910 Spectal EdNGEDoN P og AN A25 EEIT am @m am om am am om
1S000 ShortTe m Sabetive Spechl Ediation Teacke e om mm om mm om om om
1SE000  Spectal Edveation Spechty Teacke om @mm om mm am om mm
ITHID  Sokookege Par it bars mom om @m om mm am om om
ATAZD  Sohookege Par vt Hometoud om mm om mm om om om
190000 A Dthe r 100 OEH Fanctioes HotSpecified om @mm om mm om om om
213m swcainak nm om nm mm nm nm om
21500 Feychokgbal St ks om @mm om mm om om om
21900 Cccapato) The mpy om falul om mm am om Ealul
21520 Piskcal The om onm om om onm om om
2700 Special Gveation Epe ik o avd Coordivation om @mm om mm om om om
25900 Special TrNsporttion ofSpecks) Edvaton Cildr om @mm om mm om om om
SO hen@hce 31 0geme D am wm nm wom nm nm nm
200608 AllOte S0 000 F unctions NotSpected om @mm om mm am om om
(B0 Parokaed Istriction - Spec B Nov-Opes Enrolm: om mm om mm om om om
I dirctCost om onm om wom om onm om
(SO0 Oier Now-F rog ram Traasastong onm @mm onm mm am onm om
Total Expenditure: .00 .00 $0.00 §0.00 $i.00 $0.00 4500

Exxoxs exist in fhis dada - please run the validation, coet all exors, and reun this report!!
-
<] | 2
100% | Smaller | Larger | Zoom: 70%

4. Please note the buttons on the bottom of the report. It has been setup so you can see the whole report. The buttons
allow you to make it larger or smaller.

5. If you wish to print this, press the print button or choose File, Print.

6. You can close the report by clicking the 'X' in the upper right-hand corner of the report.

CCDEB Package Program (092) Report
1. Select Reports.

2. Select District CCDEB Package Program (092). The following will be displayed:
Please select the type of repat——————
 cHmal C bue [ceae

Cancel
Fiscal year:l 2002
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3. Choose a report type, fill in the fiscal year and press the Create button. The report will be displayed.

w: CCDEB Package Program Report O] x

-
todat CCOEB Packane Program for Abbotsfard (0007

Detail Schedule of Expenditures —
Project Code 052 Sywonsl Report for Year Ended hme 20, 2002
\WESSAS Exployes Purdure | HonCapial Capiral Total CCDEE
Code  Faction Salaries Brufits Services Obiects Obijects Other Packaze
TSI EANyC 1 kood 2m om falul om falul om 2m
15510 Hearhg mpalme it om om @om am om om om
5EI0 Hemebaned s triction or Spectal Edacation Sty om £m om om om om om
5600 Speecidmgnage om om om om falu om om
1967 Wil mpalred om om om om om om ‘om
550 Hoephal lestraction it 115 E30H) om om @m om om om om
50 Comblied Cort Reporting - Special Edveation om £m om om om om om
15310 Specil Edication Prog am ssskns om om falul om falul om om
5T0 ShortTem Sabstive Special Edication Teaziers om £m om om om om om
50 Specil Edvcation Specily Teaske om om @om om om om om
T4 Schoohhge Parstc B mom om om {om om {om om aom
T4 SchookAge Fameat Homerond om om falul om falul om om
196060 Al Other 0 Fuactons Notspechid om om @om om @om om om
2100 Soctlork om om falul om falul om om
210D Pryelokgal Sk om om @om om @om om om
21310 Dccapatoal Therapy mm om falul mm falul mm om
2180 Piekal Thempy om om @m om om om om
2770 Specl ENCaon (SIp UK 31 OOt om £m om om om om om
25000 Special Trawportation ofSpectal Edveation C 4 re om om @m om @m om om
A nevEie: 3 ogemers om om falul om falul om om
[Zegee  AllCter AOODFucton: HotSpecid om om @m om @m om om
R Parclared etmetion - Spec B Hon-Oper Exrolimi om £m om om om om om
I hdlrectCost om om om om falu om om
OO Otier Mow-Prog @m TRisactiong om £m om om om om ‘om
Total Etpenarturer f2.m $o.00 $o.o0 fo.0 $o.o0 fo.0 $2m

-

<] >
100% | Smaller | Larger | Zoom: 70%

4. Please note the buttons on the bottom of the report. It has been setup so you can see the whole report. The buttons
allow you to make it larger or smaller.

If you wish to print this, press the print button or choose File, Print.

6. You can close the report by clicking the X' in the upper right-hand corner of the report.

e

IDEA Program (340) Report

1. Select Reports.
2. Select IDEA Program (340). The following will be displayed:

5 IDEA Program Report =] E2
Please select the type of repat——————
: Creat
* Annua = Budget E
- Cancel
Fiscal year:l 2002

3. Choose a report type, fill in the fiscal year and press the Create button. The report will be displayed.

DEA Prog Repo Ofx

o
Rt IDEA Proaram for Abbotsford (0007

Detail Sehedule of Expenditures _
[Projiect Cade 340 Avenal Report for Veur Ended Fane 30, 2002
WESSAS Toploye: Purdase  HmCopial Cipitad Total IDEA
Code  Fimetion Saluries Bmtits Services Objerts fihjects Othur Progran
1SAID  E3ryCh koot Rm om om om mm om Rm
161D Hearlhg mpaiment mm mm @m om @m om am
15520 Homebou wd v iction o Special Edwation Stoen am om om om om aom am
1SR speecinag @)e om om om om om om |m
155 Vially npalred am om om om om am am
1SN HOGPIE] I TACHoN @ T 115E5(0) |m om om om om om om
1SN Comblved COrtREpOMNG - Special ENCEDon |m om om om om om |m
195100 Special Edveaton Program Ass trk am om @om om mm om mm
159N ShortTem Siketive Spechl Edveaton Teachers |m om om |om om am am
150N Specl BT Specany Teaoke 1 om omm om om mm om om
1TH  Schookage ParertC ez mom am om om om om om am
1T Schookage ParertHomebond am om om om om aom am
1egaEa Al Ot OO FLCToms NotspecTed om om om om om om am
21200 Sockl otk am am om om om am am
2150 Paychokg boal S ks |m |g|m om |om om |om |m
21210 Oooaal The Py am om @om om om om um
212A0 PuEkAITheEY am om @om om om om um
2270 Spectl Edveatin @Eipentsion and Coordiabo am om om om om om am
29600 Specal TRKpOMENoN ot Spec] BINCaton C ik om omm om om mm om om
T e ar2nce 3vd Jydgeme vk am om om om om aom am
299998 Al Ote T AN FUCHEs Notspeced om om om om om om am
RN PuIchased NSTICH0) - Spec B NOI-Ope b ENTolm: om om om om om om am
FFIO  Puichared hetnetion - Spec Bd0pe Enmimert am am om om om am am
D haectoost am om om mm @m mm om
OOET Ofhe T NOW-Prog am Traasacions om Fm om om om om om
Totsl Expendituren $2.00 fo00 $o00 S0 $n00 $0.00 $2.00

5

KN 3
100% | Sma\lerl Larger |Zuum: 70%
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4. Please note the buttons on the bottom of the report. It has been setup so you can see the whole report. The buttons
allow you to make it larger or smaller.

5. If you wish to print this, press the print button or choose File, Print.

6. You can close the report by clicking the 'X' in the upper right-hand corner of the report.

Inter-District State Grant Transit Reimbursed Costs (315) Report

1. Select Reports.
2. Select Inter-District State Grant Transit Reimbursed Cost (315). The following will be displayed:

w* Inter-District State Grant Transit Beimbursed Costs Report [_ (O] x|

Please select the type of report————
’7 : | £ Budget Create

Cancel
Fiscal year:l 2002

3. Choose a report type, fill in the fiscal year and press the Create button. The report will be displayed.

& Inter-District State Grant Transit Reimbursed Costs Report

tosdal Inter-District State Grant Transit Reimbursed Costs for Abbotstord (0007
Detail Schedule of Expenditures
Project Code 315 Syrnual Report for Vear Ended Rane 30, 2002
\WESSAS Enployee Pocase  HomCipital Capital Total

Code  Fumction Saligiks Bunits Services Ohiects Ohjects Other Costs b
1SAT0 BT hood ®2m om oum om am om w=m
15510 Hearleg mpalmert am onm am am am am am
19620 Homeboned e tricton orSpectl BEdwation Shk om om om om om om om
15500 Speecidanaiage |am om am |am ‘am |am am
1950 vl Azl mpalred om £m @m om @m om om
1S Hosphial ntction gt 1153300 am am m am Fm am am
GEIN Comblved Coet Reportig - Spectal Edvatin om om @om om om om om
15910 Specisl Bdvcation Prog ram Sszkint om om um om nm om om
19230 ShortTem Skt Specil Edwcation Teaziers om om om om om om om
15530 Specisl Bivcation SpecEy Teacke @ am onm am am am am am
T4 SohookAge PareNtC s om om om @m om @m om om
1IN SchookAJe Pakt Homebonsd om om oum om am om om
192250 AllOther IMOOM Fuicboss HotSpectikd om om om om om om om
21 Sockiliok om om um om nm om om
21500 Prychokeg bkoal Senike:s om om om om om om om
21310 Occapatonal The Epy om om um om nm om om
21530 Ping kal The @y |am om am |am ‘am |am am
22330 Special EINCBON (S UE K 310 COordatog wom om om wom om wom wom
25000 Specisl Trwporabos of Special Bdvcation C i lkdre |am om ‘am |am ‘am |am % |am
ZI000 BEAEcE 3nd Jaageme it om om oum om am om om
203358 AllOthe r IO OM Fricboss HotSpecikd |am om ‘am |am ‘am |am |am
EOD Parciared hercton - Spec B Mow-Ops i Exralim: om om om om om om om
OO Parciased Wercton - Spec B 0pes Evrolmest |am om am |am ‘am |am am
(GO halrectCost om £m @m om @m om om
43000 Ot 1 Mow-P rog r@am TrRwsactne am om ‘am am ‘am am am
Total Espenditurer $2.00 $0.00 $o00 $0.00 $o.o0 $0.00 $200

=

< | >
100% | Smaller | Larger | Zoom: 70%

4. Please note the buttons on the bottom of the report. It has been setup so you can see the whole report. The buttons
allow you to make it larger or smaller.

5. If you wish to print this, press the print button or choose File, Print.

6. You can close the report by clicking the 'X' in the upper right-hand corner of the report.

Inter-District Federal Grant Transit Reimbursed Costs (317) Report

1. Select Reports.
2. Select Inter-District Federal Grant Transit Reimbursed Cost (317). The following will be displayed:

¢ Inter-District Federal Grant Transit Reimbursed Costs Report _ O] =]

’—F'Iease select the type of report

 Budget Create

Cancel

Fiscal year:l 2002
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3. Choose a report type, fill in the fiscal year and press the Create button. The report will be displayed.

er-D edera a a Reimbursed Co Repo [m] 3
-
ot Inter-District Federal Grant Transit Rei mbursed Costs for Abbetsford (00071
Detail Schedule of Expenditures
[Project Cade 317 Arwma] Report for Yesr Brded fme 30, 2002
WESSAS Bonployee Pudse  HomCapitd Copital Totd |
Code  Fuction Salaies Earwfits Services Oljects Ohjects Othar Casts
EariyChIiood 2m om om om om om =@
Hearg mpaiment am onm wum om onm am |m
HOMEDO hd IE TRCD0N 107 SpecEl BTN ShEk ) am onm wum om onm am |m
Speech g 1age am onm wum om onm am |m
W NGl mpalred am onm wum om onm am |m
HaepEl hETat) GEE. 1SR om om om om om om mm
Combleed Coet Reportieg - Spectl Edveation om om |am |m om om |m
Speckl Edveation Frogram szt om om |am |m om om |m
ShortTem Sabetine Spectsl Edveation Teache 1 om om |am |m om om |m
Speckl Bveation Spechaty Teaciers om om |am |m om om |m
SchookAge Fantsiesoom om om am aom onm om am
SohookAge Fan: i THOMEDOIN am onm wum om onm am |m
Bl Oe T 100000 FOciong NOtSpecined am onm wum om onm am |m
Socalnam am onm wum om onm am |m
POCR00g KAl S LK am onm wum om onm am |m
DApEHNaI The i3y am onm wum om onm am |m
Phgical The om nm am om om om am
Speckl Edveation Sipe ik 3vd Coordinztion om om |am |m om om |m
Specl TrRsportEton of Spec il Edveation Ci ke om om |am |m om om |m
Iz vEnce 3nd Juogement om om |am |m om om |m
Al Othe r ZO W0 Functions NotSpecifed om om |am |m om om |m
Puichased i TC - Spec I Now-Ope s Exrolime onm om om om om onm mm
Pamhased i TIoml - Spec E10pe) ENOimeit am onm wum om onm am |m
L[ (s 3 4 am onm wum om onm am |m
Ot NOV-P MO0 @M T EE 20000 am onm oum om onm am |m
Total Expenditures $2.00 $0.00 $0.00 $0.00 S0 $0.00 $2.00

+1 | Lﬁl

100% | Smaller| Larger |Zoum: 70%

4. Please note the buttons on the bottom of the report. It has been setup so you can see the whole report. The buttons
allow you to make it larger or smaller.

If you wish to print this, press the print button or choose File, Print.

6. You can close the report by clicking the 'X' in the upper right-hand corner of the report.

e

CESA / CCDEB State Grant Transit Reimbursed Costs (515) Report
1. Select Reports.
2. Select CESA / CCDEB State Grant Transit Reimbursed Cost (515). The following will be displayed:

%> CESA /7 CCDEB State Grant Transit Reimbursed Costs Report =] [E3

Flease select the type of repot——————
] Create

Cancel
Fiscal year:l 2002

3. Choose a report type, fill in the fiscal year and press the Create button. The report will be displayed.

D b d Co po _ O]
fa-sal CESA/ CCDEE State Grart Transit Reimbursed Costs for Abbotsford [0007)
Detail Schedule of Expenditures
[Project Code 515 Aromal Report for Yeur Bnded Fane 30, 2002
(WESSAS Brployes Purchase  HonCapital Capital Total

Code Function Salaries Benefite Serices Objects Objects Othur. Costs =
15200 EarkChidiood omm om om om om omm om
15510 Hearlg mpalmeit om |m o|m om om |om om
15520 Homebownd listraction br Special Edication Sty omm om om om om om om
15590 Speech/Lang iage omm om om om om omm om
MSETOO Wisnally mpaired om m om om om om om
1SS0 Heephal straction itk 115805 mm am om om om mm om
10 Combiked Coet Reporthd - SpecEl BEnCaton om wm oum om om om om
153100 Specal ENCAtK PIog @M AIEEEIE om fm fom om om om om
1590 ShortTem Sibe e Specl Bdweaton Teackers om |m o|m om om |om om
1560 Spectal Edveation Speclly Teachers om mm om om om om om
1740 Schookage Pane rtC @es oom omm om om om om omm om
1740 Schookage Pare itHomebonid om |m o|m om om |om om
19eeee Al Oter 10000 Fuctons NotSpeciied omm om om om om om om
21200 soxElmE om wm oum om om om om
21500 PRChokg kal Se ks wom m wm om om wom onm
21310 Oecipational Therapy om |m o|m om om |om om
21220 Pug kR Therpy om m om om om om om
(2230 Special Eocanion (Hpe s on SN CoBMINION @m wmm oo om om ;m om
25600 Specl TrassporEton of Specal Edveation C e om |m o|m om om |om om
|TOED iz vrawce and Jadgement omm om om om om om om
|29eeE Al OWe T AN O FUobod NOTSpecmed om wm oum om om om om
3D Paciased hrrcton - Spec Ed Nor-Op Exrolim onm om om om om om om
40D Pachased hetrcton - Spec B Oper Evoliment omm om om om om omm om
D hdirectCost om om om om om om om
SO Othel Koi-Piog r@m TrRasacions wom om om om om wom om
Totl Expandliures .00 oo [ 000 000 .00 000

5

4] | ’
100% | Smaller | Larger | Zoom: 70%
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4. Please note the buttons on the bottom of the report. It has been setup so you can see the whole report. The buttons
allow you to make it larger or smaller.

5. If you wish to print this, press the print button or choose File, Print.

6. You can close the report by clicking the 'X' in the upper right-hand corner of the report.

CESA / CCDEB Federal Grant Transit Reimbursed Costs (517) Report

1. Select Reports.
2. Select CESA / CCDEB Federal Grant Transit Reimbursed Cost (517). The following will be displayed:

%t CESA / CCDER Federal Grant Transit Beimbursed Costs Report =] [E3
Flease select the type of report——————

; : Create

’7 ] : " Budget l:

Cancel
Fizcal year:l 2002

3. Choose a report type, fill in the fiscal year and press the Create button. The report will be displayed.

& CESA / CCDEB Federal Grant Transit Reimbursed Costs Report =] E3

N
et CESA/ CCDEE Federal Grart Transit Rei mbursed Costs for Abbotsford [0007]
Detail Schedule of Expenditures
Project Code 517 Srenial Fepeat for Year Bnded hane 30, 2002
WESSAS Eerployee Trrchase HomCapital Capital Total

Code  Fructics Salaries Eenefite Services Obijects Obiects Other Costs fo
1S EarkChikhood am am am am om aom aom
155100 Hearlg mpalme it am am am am om aom om
15520 Homebonsd s traction tor Spectl Edveation am am am am om aom om
15500 Speecilaig vage om om om om om om om
ST ks valy mpalred om om om om om om mm
1SS Hospitil etraction @t 1S S200) am am am am om om ala ]
1S Comblved Cost Reporthg - Spectal Edieation om om om om om om om
159100 Speckl Edvcaton ProgEm AsskEie am am am am om aom om
1500 ShorkTem Sitetie Spectl Edweation Teackers am am am am om aom om
195000 SpectEl ENGEI0N SpRoBIy Teacke it om om om om om om om
7400 Sckookage Far it s om om om om om om om om
17420 Scaookoge Pare it Homebotud om om om om om om om
togeee ANl e r 100000 Fractions Notspechkd am om om om onm onm om
2120 Sochlok am am am am om aom am
21900 Prychokg al Se ks am am am am om aom am
213100 Occapational The @py am am am am om aom om
21720 g boal The =y om om om om om om om
270 Specisl Edveaton Epe ks and Coondliaton om om om om om om mm
25500 Specis| TrksportEton of Specal Edveation am am am am om m ]
T hev@ice ad Jiogeme v om om om om om om om
2eoen At r 300 000 Fauctions NotSpectied om om om om om om om
RN Parchared lsTacton -Spec B Now-Opes am am am am om aom om
LTI Panckated NETAGTON - SPec E1OpeN Evimelt om om om om om om om
I directCost om om om om om om om
SO Oither How-B rog ram Trassacton om om om om om om om
Total Eependiturss $o.00 $o.00 $o.00 $o.00 $oon $oon .00

-

KN 2
100% | Smaller | Larger | Zoom: 70%

4. Please note the buttons on the bottom of the report. It has been setup so you can see the whole report. The buttons
allow you to make it larger or smaller.

5. If you wish to print this, press the print button or choose File, Print.

6. You can close the report by clicking the X' in the upper right-hand corner of the report.

Other Grant Transit Reimbursed Costs (599) Report

1. Select Reports.
2. Select Other Grant Transit Reimbursed Cost (599). The following will be displayed:

&% Other Grant Reimburzed Costs Report M=l E3

Please select the type of repot———
PR : Craat
’7 & fnnual " Budget cee

.................... Cancel

Fiscal year:l 2002
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3. Choose a report type, fill in the fiscal year and press the Create button. The report will be displayed.

&5 Other Grant Reimbursed Costs Heport =] E3

N
et Other Grart Rei mbursed Costs for Abbotsford (0007
Detail Schedule of Expenditures
Project Code 599 Srenial Fepeat for Year Bnded hane 30, 2002
WESSAS Eerployee Trrchase HomCapital Capital Total

Code  Fructics Salaries Beryfits Servrices Objects Obiects Other Costs o
1S EarkChikhood am am am am om aom aom
155100 Hearlg mpalme it am am am am om aom om
15520 Homebonsd lestraction or Specl Edication Stides am am am am om aom om
15660 Speeciaigiage om om om om om om om
S5 Vi aally mpalred om om om om om om om
SERI Hespital nstraction i 1SS0 am am am am om om mm
1SN Comblied Cort Reportg - Spectl Edvation om om om om om om om
159100 Speckl Edvcaton ProgEm AsskEie am am am am om aom om
1500 ShorkTem Sitetie Spectl Edweation Teackers am am am am om aom om
15600 Specisl BN Spectny Teache s om om om om om om am
T4 SchookAge Rare i Bes room om om om om om om [om
1T4A0  SchookAge ParestHomebonnd om om om om om om om
190000 AllO e r 100 000 Fuactions NotSpechkd om om om om onm onm om
2120 Sochlok am am am am om aom am
21900 Prychokg al Se ks am am am am om aom am
213100 Occapational The @py am am am am om aom om
2150 Pkl Tiempy om om om om om om om
2230 Specisl Edvoation Ehpe ik kon avd Coardinatio om om om om om om om
25900 Specisl Traksporition of Specil Edvatio C ke am am am am om m mm
ZTOI0 svr@ice ad Jadgeme e om om om om om om om
200000 AN the r 200 00 Fractions NotSpecited om om om om om om am
RN Parchared lsracton -Spec B Nok-Op s Exrolime am am am am om aom om
OO PArchased NETNCDo - Spec EIOPes Exroiment om om om om om om am
I IndirectCost om om om om om om [om
SN Crthe 1 Mow-Frog ram Traksactions om om om om om om om
Total Eependiturss $o.00 $o.00 $o.00 $o.00 $oon $oon .00

-

[« | 2
100% | Smaller | Larger | Zoom: 70% ~

4. Please note the buttons on the bottom of the report. It has been setup so you can see the whole report. The buttons
allow you to make it larger or smaller.

If you wish to print this, press the print button or choose File, Print.

6. You can close the report by clicking the X' in the upper right-hand corner of the report.

e

Rejected Strip File Accounts Report
This report identifies accounts on a district data import file, "strip file", that were not loaded into the program for one
reason or another. The following is the Error Key:

¢ Not in DPI chart of accounts

¢ Not Loaded

¢ Inactive account

A review should be made of the accounts as to their validity and appropriate reclassifications should be made. If it is
determined that the identified accounts are valid, but not specifically requested on the DPI chart of accounts, the amounts

for these accounts should be reported in functions 199 999 (instructional activities) or 299 999 (support service activities).

1. Select Reports.
2. Select Rejected Strip File Accounts. The following will be displayed:
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v Rejected Strip File Accounts Hi=] E3

Rejected Strip File Accounts 104401

These accounts from your strip frendar) file were not loaded.

Account Humber Amount Error Message

Error Key:

Not in DPI Chart of Accounts: This account does not exist in the stated version of the DPI Chart of Accounts
(2.g. Annual or Budget, version 1 or 2)

Mot Loaded: Although this account exists in the DPI Chart of Accounts, entry into this account

may be limited due to dependencies on data in other accounts. Please enter this
amaunt by hand.

Inactive Account: Although this account exists in the DFI Chart of Accounts, it is no longer used by DPI

d_wendor_acets_not_on_cod

Page 1 of 1

3. This is the Rejected strip file accounts report. If you wish to print this, press the print button or choose File, Print.
4. You can close the report by clicking the X' in the upper right-hand corner of the report.
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Miscellaneous Activities

There are several other activities that you will be able to accomplish using this program. They are:
¢ Delete Fiscal Data

¢ Administrative Options
¢ Backing up Database

The following instructions lead you through these activities.

Delete Fiscal Data

NOTE: This feature should be used with CAUTION. If unsure, backup or copy data using the Backup Data option under
Administrative Options.

1. Select Administrative Options.
2. Select Delete Fiscal Data. The following will be displayed:

w& Delete Fiscal Data _ (O] x|

Flease supply the following information about the fiscal data Ok
that you wish to delete:

Report Type
Fizcal Year I
seal realt & Annual  C Budget
Dlistrict Numher:l

Cancel

3. Enter the Fiscal Year and District number.
4. Choose the Report type you wish to delete and press the OK button.
5. You will be prompted as follow:
Please verify. ..
Q Do you wish to DELETE all of the 2002 Annual fizcal data for district 77
Ho
6. Press the Yes button if this is what you wish to delete; otherwise press the No button.
7. The delete will occur, and you will be prompted with a message telling you how many rows were deleted.

Delete Successzful [ x|
Deleted data for:
Abbaoteford (0007)
2002 Anhual Report

Deleted data included:
2 header records,
1,282 account records,
¥ amendment records,
0 payment records,
0 packaaged cost records, and
0 CCOER administrator records
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Backup Data

1. Select Administrative Options.
2. Select Backup Data. The following will be displayed.

~Tabhle: File Format:
- Backup
4 ¢ District Header & Tab-Delimited . |
. - ance
" Aidsheet Graup € District Datail ' Comma-Delimited =
 Aidsheet ¥-Ref  Payment Information ' Excel
" Ajidsheet »-Ref Exceptions  Amendment Detail
" Chart of Accounts (COA)  CCDEB Administrators

 COA - Function Description £ Packaged Costs
 COA - Object Description

" Contact Position

¢ District

" Extra Detail #-Ref

" Reason

3. Choose the table you wish to backup and what file format you would like to back it up to and press the Backup
button.
4.  You will be prompted with a Save As dialog box.

Save As EHE
Save in: I'ESIIIEC_ECI2 j gl
jurk. kst

SO B wwm ket

File name: I Save I
Save az lype: ITer:t j Cancel |

5. After telling it where to save, giving it a name and a file type, press the Save button. You will be prompted that your
file was saved as follows:

Table Backup Successfull E

The Account Help table
waz successfully backed up

it tab-delimited format.

6. This window will tell you what table you backed up (in this example the District Header) and that it was successfully
backed up to the file format that you chose. Press the OK button.
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Replace

NOTE: This feature should be used with CAUTION. Please only replace data if new files have been sent to you from
DPL

1. Select Administrative Options.
2. Select Replace. You will be prompted with the following:

Authorization Required ]

@ Do you have authorization from DPI to use this option?

3. If DPI has sent you a text file to replace table data, answer this question Yes. You will be prompted with the
following Replace window.

% Heplace data [_ O] =]

~Choose the tahle you wish to replace
Replace

: Cancel
" Aidshest Group

" Aidsheet ¥-Ref

" Ajdshest X-Ref Exceptions
i~ Chart of Accounts (CO&)

 COA - Function Description
¢ COA - Object Description

¢~ Contact Position

& District

¢ Extra Detail %-Ref

¢~ Reason

4. Select the table you wish to replace and press the Replace button. You will be prompted with a confirmation, answer
Yes.

Replace Data Confirmation
I-"'_cf Y'ou have requested to replace the cument data
k. in the Diztrict table

with the data in a test file.

Do you want to proceed?

51



5. You will be prompted again as follows:

Replace Data 2nd Confirmation <]

Are you ABSOLUTELY sure that
you want to replace the current data
it the District table

with the data in a text file?

Yes

6. Answer Yes. You will be prompted for the file you wish to import. Find it and press the open button.

Select Import File EHE

= el 8=

Look jm;

Lk bat
k2. bt

SO A, ket
SOE mmm, bt

File name: | Open I
Files of wpe: ITab separated file] bxt) j Cancel |

™ Dpen as read-only

7. You will be prompted with a successful window indicating how many rows the new table has. Press the OK button.

Replace Data Succeszsfull |

The Digtrict table waz successfully replaced!
[t niovs hias 515 rows.
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Appendix A

File Layout
Input record layouts (for the vendor strip file import)

The application allows you to either enter your data, or import it from a vendor strip file (must be a .txt
file). The record layouts for the vendor strip file are:

header...

year 2

type 1

district nmbr 4
date (mmddyy) 6
operator initials 3
reason code 2
authorizing initials 3
contact 1stinitial 1
contact last name 12
contact position 2
filler 40

data source 1

type 2

record seq 1

detail...

year 2

type 1

district nmbr 4

sequence nmbr 4

amount 15 (assumes 2 decimal places, but there is no decimal point - zero filled)
sign 1 (of amount, either "+’ or *-")

account nmbr 15 (comprised of the fund for 2, type for 1, function for 6, object for 3, and project for
3)

filler 34

data source 1

tfran type 2

record seq 1

Generally, there would be 1 header record and multiple detail records. Since the new application
always requires that the 'header' information be keyed into the header screen, the application
ignores the header record in the vendor file. If the selection on the header screen indicates that the
source of the data is a vendor file, then the application imports the amount, the sign, and the
account nmbr from the detail records. The year, type (annual or budget) and district nmbr are
obtained from the information that was keyed into the header screen. The seq nmbr is obtained from
the chart of accounts table (file) that is loaded onto the PC with the application. The data source,
fran type and record seq are for internal use and are added when the text file is created for DPI. The
database on your PC will hold the 4 digit year (as it appears on the 'header' screen'), but only the last
two digits will be used in the text file created for DPI.

Output record layouts

first header...

fiscal year 2 (although the 4 digit year is kept in the database, only the last 2 digits are used here)
report type 1 ('S” for annual, ‘P’ for budget)

district nmbr 4

date (mmddyy) 6
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data entry initials 3

reason code 2

authorizing initials 3

contact first initial 1

contact last name 12

contact position code 2

federal funds indicator 1 ('Y' for yes, 'N' for no)
chart of accts version nmbr 3 (retrieves the highest version number currently in the chart of accounts)
payment to another lea 1 ('Y for yes, 'N' for no)
filler 34 (spaces)

header type 1 (always '1")

'600A'

second header...

fiscal year 2

report type 1

district nmbr 4

contact phone nmbr 10
contact phone ext 5
accting firm name 50
filler 3 (spaces)

header type 1 (always '2")
'600A"

text...

fiscal year 2

report type 1

district nmbr 4

payment info text 67

payment type 1 ('1' for paid to another LEA, '2' for payments received as deductible receipts)
seq nmbr 1 (sequentially assigned from 1 up to 8 for each payment type)

'600T'

deftail...

fiscal year 2

report type 1

district nmbr 4

seq nmbr 4

amount 15 (assumes 2 decimal places, but there is no decimal point - zero filled)

amountsign 1 ('+" or *-Y)

acct nmbr 15 (comprised of the fund for 2, type for 1, function for 6, object for 3, and project for 3)
filler 34 (spaces)

'600B'
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